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The APR CSV 5.1 Export
Since April 1, 2017, Sage is the HMIS Reporting Repository that must be used by all recipients of HUD CoC
homeless assistance grants to submit their APRs.
To submit your APR data to HUD through the SAGE website, you will upload a zipped folder containing 66 CSVs.
CSV is a “Comma Separated Value” File, basically an unformatted excel spreadsheet. The CSV files generated for
the APR will NOT contain individual client data. Instead, they will contain charts with aggregate (grouped) data.
For example, 5 individuals were veterans.
Generating a CSV APR 2017 Export:
•

From the HOME workspace, hover on HUD/HMIS Reports folder on the Home menu.

•

Move your mouse over and hover on the 2017 APR folder, and then select the CSV –
APR 2017 link from the sub-folder.

Setting the Date Range – There are a couple of options for setting the date range. You can select from the Date
Range List, but when preparing files for submission to Sage, you will want to identify the specific date range in
the Begin Date field that corresponds with the reporting period data is being submitted for. The first date box is
the beginning date, and the second date box is the ending date. For example, entering 10/16/2016 and
10/16/2017 in the respective fields will render data for that reporting period. The Organization will default to
your organization.
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•

Select the Grant Program from the dropdown menu.

•

Select the Grant Component from the next dropdown menu.

•

You do not need to select the Filter by Grant(s) option.

•

Select your Program Type from the dropdown menu.

•

Select your Program from the dropdown menu.

•

Make sure to check the Generate Validation File box.

•

When you have provided the requested information, click Run Export.

An Export Encryption page will appear. The option to encrypt the export will automatically
be selected. You will be asked to create a password that will be used to retrieve the files from
the server when the export has been completed. The only requirement for the password you
create is that it be 8 characters long. Make sure the Include Header Row in CSV Files &
Always Quote CSV Values boxes are both checked.
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Warning: Please be aware that deselecting the Encrypt Export box will require you to agree
to be responsible for the protection, use or misuse of information in the export. You will not
be able to run the export without doing so. We recommend that you do not deselect that box.

Click Done when you have made the appropriate selections. You will see the following
message. Click OK to acknowledge.

Files on Server – Doing so will lead you to the Files on Server page, which can also be
accessed from the Home Menu under HMIS Reports.

APR files will not be generated immediately. It may take a half hour or more. You will not
receive a notification when the files are completed. You must return to the screen
periodically to check. Be sure to click the Files on Server menu option to refresh the page.
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Select the Click to View hyperlink shown on the previous screenshot to view the status of the
export you ran. This will bring up a list of tasks in queue and the status of the task.

Clicking the Blue Action Wheel next to the task will give you the option to view the log, or
delete the request.
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Export Retrieval from Files on Server Page:
•

When the export is ready, it will appear in the list of files available for download. You
should see three separate files:
•

CSV Export APR 2017 – contains the 66 files that you will upload
into Sage.

•

APR 2017 Detail – this file contains Data DQ 7 (validation only).csv,
Data DQ 2 (validation only).csv and five other files. These files
contain most of the client level data that is used to populate the APR
charts. These files are not to be uploaded into Sage.

•

HMIS APR ESG 6.1 – Populate Staging Tables: this file contains
enrollment CSVs, assessment CSVs, and three other files. These files
are not to be uploaded into Sage.

To begin the export of the HMIS APR v5.1 Export, hover over the paper icon with the green
arrow and click when you see the message “Download the file”.

A downloading prompt message box will appear on the screen.
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A prompt link will appear at the bottom of the screen.

When you click that link, you will see an Open File – Security Warning. Click Run.
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Enter the password you created & check the box next to the statement “I assume
responsibility for the security of extracted files”. It is recommended that you create a folder
to extract the files to. To do so, click on the box on the line item that reads “Enter to select
the directory to extract to”.

This will open a prompt for you to browse for folder. Select the option Make New Folder.
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Give the new folder a name that you will recognize for your export and click OK.

Make sure “View files after extracting” is checked and then click Extract.
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The export has been completed, and files will appear in the folder you selected/created.

To Prepare for Upload to Sage
Before you will be able to upload your data to Sage, you will have to load the data into a zip file.
•

From the open folder (you should see all files like shown in the screenshot above) click
Organize in the upper left hand corner and then click Select All.

•

Right click on any file and select the option Send To and then select Compressed (Zipped)
Folder.
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A compressed zipped folder containing all the files will be created and will appear in the same folder as the files.
You can change the name of the folder, as the name that defaults might be the same of one of the single files. In
the example below, the compressed zip folder took on the name Q7b.

Note: Although zip folder will have the name of one of files, the zip folder will contain all of the files that need to
be uploaded in Sage. Opting to change the name of the file will not alter the contents within the zip folder.

Upload a ‘Test’ Report to Review the APR
Once your data has been extracted and loaded into a zip file, you can upload a first draft or ‘test’
report on SAGE to preview how the final report will look. This provides you with an opportunity
to carefully examine the APR for accuracy.
 Open the SAGE webpage https://www.sagehmis.info/
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 Do Not log in to Sage. Instead, select the link under “Test run a report,” as highlighted
below in the red box.

 On the next page, select “CSV-APR 2017” from the dropdown list.

 The following information will appear. Click Choose File and select the compressed
zipped folder. For instructions on creating a compressed zipped file review the previous
section, ‘To Prepare for SAGE Upload.’
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 Select “I am not a Robot” and complete the verification steps if necessary.
 Click Upload and Test.

 The project information will appear on the right side of the page. Scroll to the bottom of
the page, and click Create Report.

 Be patient, it usually takes about a minute to upload.

 At the bottom of this page, a link will appear. Click View This Report to open the APR.
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You are now able to see and review the APR. If you have any questions about the data in
your APR, please contact Angela Foreman (Angela.Foreman@phila.gov), or Melanie
Haake (Melanie.Haake@phila.gov).

Information on the actual Sage submission process can be found in the CoC APR Guidebook
2017, which is also available via the HUD Exchange website.
https://www.hudexchange.info/resources/documents/sage-coc-apr-guidebook-for-cocgrant-funded-programs.pdf
Sage can only be accessed by authorized users who have been assigned a username and
password. A training video on how to create an account in Sage is available via the HUD
Exchange website.
https://www.hudexchange.info/trainings/courses/sage-training-video-how-to-create-anaccount/
Sage will send an email when accounts have been authorized and users can log in with their user
ID and password. Please allow 72 hours for approval of access. If you do not receive approval of
access within this time frame, please contact Michele Mangan (Michele.Mangan@phila.gov)
Angela Foreman (Angela.Foreman@phila.gov), or Melanie Haake
(Melanie.Haake@phila.gov).
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